
POSTING FILES IN THE DATA TRANSPORT SYSTEM 

 

You need three things  

before you begin: 

 

❶ Login credentials for 

the Data Transport  

System. OPI passwords 

expire every 60 days. Re-

quest a reset by calling the 

Data Transport System 

Help Desk:  

1-877-424-6681, Option 4. 

 

❷ Login credentials for 

one of the following  

Student Information  

Systems: Infinite Campus, 

Schoolmaster, or  

PowerSchool. 

 

❸ Instructions for  

creating Montana  

Transcript extract files in 

your Student Information  

System. 

 

1 

Generate Demographics, Course, and Assessment files in your SIS. 

2 

Login into datatransport.opi.mt.gov with your OPI Active Directory 

username and password.  Go to the top of the screen to access the 

menu.  

3 

4 

Go to Submit Transcript > Batch > Upload File(s)  to access the  

Manage Submission File Upload screen. 

Upload Files: Choose file type to upload, assign a Job Name, 

Browse for and select your file, and click Submit. Repeat this 

step for each file. 

  Always process the Demographic file first. 

TI
P

 

Data Transport  

System Help Desk:  

1-877-424-6681,  

Option 4. 
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5 

Go to Submit Transcript > Batch > View Submission Status 

Click on Job Name when the File Status column says Ready for Review.  

6 
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Review File Results: Go to Rejected Records Summary  page by clicking the number of Rejected Records 

7 

A. Click on the  ex-

pand/collapse button in 

the Error Severity box to 

see all the errors.  

8 

B. Click on the Show button next to each 

type of error to review specific records. 

C. To return to the Submission Status File Detail Screen, click Return to File Detail. 

Review Rejected Records 
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9 

To view an individual record, click “View Details “button.  

To return to Student Details 

page from the Filtered Criteria 

page, click Return to List. 

Review Individual Records 
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10 

Determine how to handle errors 

1. Review Error List (on opi.mt.gov/k20 website) 

2. Use the Online Submission method to correct 

a single record: 

(Submit Transcript > Online > Choose student rec-

ord, Choose file type, Edit, make your corrections, 

Validate, and Post).  

3. Repeat steps 1—10 to correct multiple records. 

http://opi.mt.gov/pdf/K20/ErrorList.xlsx 

Review Files. Follow Steps 5 and 6 to go to Passed 

Records Summary. 

11 
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Click Post to Post the file. Repeat the Posting process for the 

Course and Assessment files after Posting the Demographic file. 

Once you have Posted the file, the file submission status  (see 

Steps 5 and 6) will show as Complete. 

Next Process: Certify  Data 

12 


